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UNEMPLOYMENT INSURANCE COMMISSION 


Unemployment Insurance Facts No. 5, like 
the others, is issued by the Unemployment 
Insurance Commission to bring to the atten- 
tion of employers certain requirements of the 
Unemployment Insurance Act and Regulations. 

Employers are again requested to ensure 
that this pamphlet is brought to the attention 
of the person on their staff responsible for 
unemployment insurance matters. This fact 
sheet should be retained for future reference. 

Any employer who requires additional copies 
of this pamphlet may obtain them by applying 
to the nearest local office of the Unemploy- 
ment Insurance Commission. 


1. Keep a record of each 
employee's Social 
Insurance number 

Every person who becomes employed in 
employment that is insurable under the Un- 
employment Insurance Act must, within three 
days of becoming so employed, present his 
social insurance number card to his employer. 
If he has no social insurance number card 
because he has lost it or he has not been 
assigned a social insurance number, he must 
immediately complete and sign an Application 
for Social Insurance Number and forward it to 
the nearest office of the Unemployment 
Insurance Commission. When he receives his 
social insurance number card he must show 
it to his employer. It is most important for the 
employer to keep a record of the full name 
and social insurance number of each em- 
ployee and retain this record even after the 
employee separates. 

Since the Unemployment Insurance Com- 
mission and the Canada Pension Plan Ad- 
ministration maintain the records of each 
individual's contribution to these programmes 


under the social insurance number, it is 
essential that the social insurance number be 
recorded correctly. Many persons transpose 
figures when recording nine digit numbers. 
To reduce this danger it is suggested that the 
social insurance number be recorded in 
groups of three digits, e.g., 400-126-066. 


2. Unemployment Insurance 
books 


Unemployment insurance books are serially 
numbered and are issued to employees each 
fiscal year to provide a place to record the 
contributions made on behalf of the em- 
ployee concerned. Sometimes employers make 
errors in affixing unemployment insurance 
stamps to an employee’s insurance book, and 
in order to rectify the error they remove pages 
from the book of one employee and insert 
them in the book of another employee. Each 
time one of these cases comes to the atten- 
tion of an officer of the Unemployment 
Insurance Commission it results in a full- 
scale investigation, since it is possible that 
an employee may be resorting to this practice 
in order to fraudulently qualify for unem- 
ployment insurance benefits. These investiga- 
tions cause considerable inconvenience to 
employers and are costly to the Commission, 
as well as resulting in a delay in the payment 
of benefit to a claimant. Therefore, under no 
circumstances should pages be removed 
from one book and inserted in another. If an 
error is made in affixing stamps, the local 
office of the Commission should be advised, 
so that an adjustment can be made to the 
contributions in the unemployment insurance 
book. If necessary, a refund will be paid to the 
employer. 


KEEP THIS FACT SHEET FOR REFERENCE 


Roger Duhamel, F.R.S.C., Queen’s Printer and Controller of Stationery, Ottawa, 1966 
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